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Employee Report 
 
Procedure 
 
 
In this lesson you will learn how to run the Employee Report. 
 
  

  

 
Step Action 
1.    

Click the NIS State of Nebraska link. 
 

2.    
Click the Employee Report link. 

 
3.   If you select Version NIS0001 the report will sort by the Routing Code.  If you 

select Version NIS0002 the report will sort by the Supervisor. 
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Step Action 
4.   To select a version click the check box of the version you wish to run. 

 
5.   After selecting your version click the Select button. 
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Step Action 
6.    

Click the Data Selection option. 
 

7.    
Click the Submit button. 
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Step Action 
8.   Click the drop down list for the  Left Operand. 

 
 
  



 
Training Guide
Employee Report 

 

 Page 5

  

 
Step Action 
9.   Scroll down and click the Employee Pay Status (F060116) (PAST) [BC] list 

item. 
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Step Action 
10.   Click the drop down list from Comparison. 
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Step Action 
11.    

Click the is equal to list item. 
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Step Action 
12.   Click the drop down list from the Right Operand. 
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Step Action 
13.    

Click the Literal list item. 
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Step Action 
14.    

Click the Range of Values tab. 
 

15.   Enter "0" into the Literal Value From field.  
16.    

Press [Tab]. 
17.   Enter "9" into the Literal Value To field.  
18.    

Click the OK button. 
 

19.    
Click the OK button. 

 
20.   Enter the your agency number into the Agency Number   field.  
21.    

Press [Tab]. 
22.   Enter the supervisor's address book number into the Supervisor field. 
23.    

Press [Tab]. 
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Step Action 
24.   Enter the routing code into the Routing Code - Check field.  You can use the 

visual assist tool if you do not know the routing code. 
25.    

Click the OK button. 
 

 
  

  

 
Step Action 
26.    

Click the OK button. 
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Step Action 
27.    

Click the Close button. 
 

28.   You have successfully completed this lesson.   
 
To view the report go to View Job Status. 
End of Procedure.
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